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Electronic Case Files System
User’s Manual

Getting Started

Introduction

This manual provides instructions on how to use the Electronic Filing System to file
documents with the court, or to view and retrieve docket sheets and documents for all
cases assigned to this system. Users should have a working knowledge of Netscape and
Adobe Acrobat.

Help Desk

You may contact the PACER Help Desk in San Antonio, Texas during the hours
8:00 am — 5:00 pm Monday — Friday CST. You may also contact the Court’s
Help Desk in Salt Lake City between the hours of 9:00 A.M. and 4:30 P. M.
MST, Monday through Friday, except holidays, if you need assistance using
ECF.

PACER Help Desk (800) 676-6856

Help Desk in the Clerk’s Office - Salt Lake City (801) 524-3248

ECF System Capabilities

The electronic filing system allows registered participants with Internet accounts
and Internet browser software to perform the following functions:

. Open the Court’s web page

. View or download the most recent version of the User’s Manual
. Self-train on a web-based ECF Tutorial
. Practice entering pleadings and other documents into ECF using a

“training” database that is similar to the official live ECF database

. Electronically file pleadings and other documents in actual (“live™)
cases
) View official docket sheets and documents associated with cases
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o View various reports for cases that were filed electronically

Requirements
Hardware and Software Requirements

You will need the following hardware and software to electronically file, view
and retrieve case documents:

. COMPUTER: A computer running a standard platform such as
Windows 98, 2000, NT, XP or Macintosh.

. INTERNET ACCESS: A standard internet connection — dial-up or
high-speed.

° EMAIL ACCOUNT: An internet accessible email account.

. INTERNET BROWSER: For security purposes, electronic filing
users should use Netscape Navigator version 7.x or higher, or
Internet Explorer 6.0.  See information at
http://www.uscourts.gov/cmecf/cmecf_fags.html#5

o PDF DOCUMENT SOFTWARE: Document conversion software,
such as Adobe Acrobat Writer, CutePDF or Fine Print pdfFactory,
to convert documents from a word processing format to portable
document format (PDF).

. PDF READER: Adobe Acrobat Reader or comparable. Comes
with Adobe Acrobat Standard, otherwise can be downloaded for
free from http://www.adobe.com.

. DOCUMENT SCANNER: A scanner to convert documents from
paper format to electronic format if they are not available in your
word processing system. Scanned documents result in a larger file
size, and take much longer to transmit, slowing down the
electronic filing and retrieval process. For that reason, the court is
slowly phasing out the use of scanned documents and requests that
you do the same when possible.

PACER Registration

All ECF users must have registered for a PACER account with the Court in order
CM/ECF USER GUIDE VER-1 5 U.S. DISTRICT COURT FOR UTAH




to use the Query and Report features of the ECF system. If you do not have a
PACER login, contact the PACER Service Center to establish an account.
Registration is free of charge. To register, call the PACER Service Center at
(800) 676-6856 or (210) 301-6440. You also may register online at
http://pacer.psc.uscourts.gov.

Registering for Access to ECF

All ECF users also must register with the Clerk of Court. When you register, you
will receive a personal login and password for the CM/ECF system. A
registration form can be obtained on our web site at
http://www.utd.uscourts.gov/forms/EcfAttyReq.pdf or by calling the Help Desk at
801-524-3248.

Completed and signed registration forms should be mailed to:

United States District Court
Office of the Clerk of Court
Attn: ECF Attorney Registration
150 U.S. Courthouse

350 South Main Street

Salt Lake City, UT 84101

Once an account has been established for you, the Clerk will send you a personal
login and password via first-class USPS mail or by email. Please keep your login
and password confidential. Under the Court’s CM/ECF General Order, any
document filed electronically using your login and password will be treated as an
official court document filed under your signature. If you believe or suspect
someone is using your login and password without your permission, you should
change your password, and notify the Court’s Help Desk (801) 524-3248 as
quickly as possible.

Once you are registered, we recommend you set aside some time to familiarize
yourself and practice with the CMECF system training database. It is accessible
at this address: https:/ecf-train.utd.uscourts.gov Experience in other districts
has shown that users who practice using this training database before filing their
first document in the Court’s live ECF database enjoy much greater success and
less aggravation.

Preparation

Portable Document Format (PDF)
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All documents in the court’s electronic file are in Portable Document Format
(PDF). This format retains the pagination and other characteristics of documents
so that their appearance does not vary from computer to computer. Viewing such
documents you will need Adobe Acrobat Reader, on your PC. WordPerfect
versions 9 and above have PDF creation capabilities built in, other word
processing software may need Adobe Standard or other PDF creation software.

We urge you to take time to familiarize yourself with how to convert word
processing documents into PDF format. Once you have created the PDF
document to file electronically with the court, you should carefully review it
before you file it to ensure that it appears in its entirety and in the proper
format.

Setting Up the Acrobat PDF Reader

To view electronically filed documents in the CM/ECF system, you will need to
install Adobe Acrobat Reader software on your PC. More information on PDF
format is available on the Court’s website. See
http://www.utd.uscourts.gov/cmecf/documents/ecfpage.html

FhAhkAkAAAkAAAAAAAAAIAAAArAAkrArAAkrrAhkhrAhkhkhhkhhhkhhkhkhkhhkhkihhkhkkihhkhkirhkhkkirhhkihhkkirhhkkihhkkihihkihihkkiiikiiikkh

How to View a PDF File
° Double Click on the PDF file icon

OR

o Start the Adobe Acrobat program.

. Go to the File menu and choose Open.
. Click on the location and file name of the document to be viewed.
. If the designated location is correct, and the file is in PDF format,

Adobe Acrobat loads the file and displays it on the screen.

J Click on the View menu for other options for viewing the
displayed document. Choose the option that is best suited for the
document.

Setting Up PDF Document Converter

To convert documents to PDF format, which is the mandatory format for
electronically filed documents in the cm/ecf system, you first must install PDF
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conversion software on your PC.

You may use software such as Adobe Acrobat Writer, FinePrint PDF Factory or
Cute PDF. WordPerfect versions 9 and higher have PDF conversion software
built-in and can also be used to convert documents to PDF.

Preparation of a Word Processing Document

When preparing a word processing document for conversion to PDF format, for
electronic filing, consider using a caption title for the document in a manner
consistent with the standard naming that will be assigned as you enter it in the
CM ECF system. For example, the following screen shows the modifiers,
standard title and subsequent modifiers for a Motion for Preliminary Injunction.

Criminal . Query . Reports . Utilities

Motions
3:00-cw-00101 Solich v. Stoops

Docket Text: Modify as Appropriate.

'I MOTION for Preliminary Injunction | on hehalf of Plaintiff Frank
1)

First

Third
JFourth
Fifth

Sixth
Seventh
Eighth
Minth
Tenth
Amended
Consent
Counter
Cross
Emergency
Endorsed
Ex Parte
Final
Interim hd

If the title in the body of your word processing document is similar to the docket
text that will be created, then the document will be easier to locate for those who
search the docket.

Signatures; Affidavits of Service

Any document that requires (i) an original signature or (ii) either verification or
an unsworn declaration under any rule or statute shall be filed electronically with
an executed original maintained by the filer. The pleadings or other documents
electronically filed shall indicate a signature, e.g., “s/Jane Doe.”

In the case of a stipulation or other document to be signed by two or more
persons, the following procedure should be used:
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€)] The filing party or attorney shall initially confirm that the content
of the document is acceptable to all persons required to sign the document
and shall obtain the original signatures of all parties on the document.

(b) The filing party or attorney then shall file the document
electronically, indicating the signatories, e.g., “s/Jane Doe,” “s/John Doe,”
etc.

(©) The filing party or attorney shall retain the hard copy of the
document containing the original signatures at least until the time for all
appeals has expired.

(d) A non-filing signatory or party who disputes the authenticity of an
electronically filed document containing multiple signatures or the
authenticity of the signatures themselves must file an objection to the
document within ten days of receiving the Notice of Electronic Filing.

Users may refer to the District of Utah Administrative Procedures Manual for further
clarification.

How to Convert Documents to PDF Format

You must convert all of your documents to PDF format before submitting them to
the Court’s Electronic Case Filing (ECF) system. The conversion process
requires special PDF conversion software. There are two primary methods:
Method 1: Convert the document as text from a word processing program.
Method 2: Scan the document from paper using a scanner.

Method 1: Using any word processing program:

. Install PDF conversion software on your computer
J Open the document to be converted.
o Select the [Print ] option (generally found in the File menu) and in

the dialog box select the option to change the current printer. A
pull-down menu with a list of printer choices is displayed, as is
illustrated in the following screen:
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Print to Adobe PDF, Adobe PDF Converter d |

Prirt IDetaiIsl Fultiple F'agesl Eustu:umizel Two-Sided F'rintingl

Current printer:

|.-‘-‘-.|:||:|I:|e PDF, Adobe PDF Convverter ﬂ Propertiez |

[Syztem Default] WWUT=ha_seemar_47100

WMUTHNg_clerks_3150, HP Lazerlet 8150 PCL &
YU T=hg_bpoolorjd280, HF Color Lager)et 4550 PCL & hies: |1 il
MUTENg_svemgr_4100, HF Lazerlet 4100 Senies FCL =

ActiveT ouch Document Loader
Adobe PDF, Adobe PDF Caorvverter =

Casztelle Cover Page, FPPCL

Casztelle DC Dnver, Imagekdaker Fax Prnt Driver =2 Iﬂ
HF Lager)et 4000 Senes PCLE

HP Lazerlet 55 b rze order

HPF Lazerlet [l

HF Lazer)et Il [print ta file], HP Laserlet 1
FaperPort Black & ‘White Image, PaperPaort Mono Printer Driver
PaperPart Calar Image,  PaperPort Calar Printer Driveer
Print to File [PCLE), HF Lazerlet 4100 Series PCL
_|Wlog, MEC Pirwriter PE300
SHARP AR-B07 PCLG

Print I Cloze | Settingz 1|r| Statuz Help

. Select Adobe PDF (Writer) or FinePrint pdfFactory*

o “Print” the file. The file will not actually print out; instead the
option to save the file as a PDF file appears.
Savein | ) PDF_files x| e ®ckE-

hd W Documents

fdy Computer
-
Au Met File name: I:Zazsz-'-i-:ll,l v Shalich j Save I
I Save a3 type: I PDF files [*.PDF) j Cancel |
7

. Make a note of the file location so you can find the document later
when you are ready to upload it. Change the location if necessary
by clicking in the “Save in” area of the window.
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. Name the file, giving it the extension .PDF and click the [Save]
button.

Depending on the word processing program being used, it may be necessary to find the
printer selection option elsewhere. At that point, change the printer to Adobe PDFWriter
or your other PDF driver, and follow the directions above.

*You must have PDF creation software, such as Adobe Acrobat Writer or FinePrint
pdfFactory installed on your computer to see these choices listed.

Method 2: Scan the Document from paper using a scanner
This method is not preferred for technical reasons explained in the PDF Issues paper on the
court’s web site at http://www.utd.uscourts.gov/cmecf/documents/ecfpage.html

. Using a scanner, scan the paper document.

. Convert the document to PDF format, and save to disk.
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Basics

User Interactions

There are three general types of user interactions allowed by the system:

. Entering information in data fields
. Using command buttons to direct system activities
. Mouse-clicking on hyperlinks

Conventions used in this Manual:

. Data to be entered by the user is shown enclosed in angle brackets: <data
to be entered>.

. Command buttons are represented in this manual in [bracketed boldface
type].
. Hyperlinks are represented in underlined boldface type.

Documents Filed In Error

A document incorrectly filed in a case may result from i) posting the wrong PDF
file to a docket entry; ii) selecting the wrong document type from the menu; or iii)
entering the wrong case number and not discovering the error before completing
the transaction.

To request a correction, telephone:
Help Desk (801) 524-3248

as soon as possible after an error is discovered. You will need to provide the case
and document numbers for the document requiring correction. If appropriate, the
court will make an entry indicating that the document was filed in error. You will
be advised if you need to re-file the document. The ECF system does not permit
you to change the misfiled document(s) or incorrect docket entry after the
transaction has been accepted.

Viewing Transaction Log

This feature, selected from the Utilities menu allows you to review all
transactions ECF has processed with your login and password.
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User Guide

You can download or view the most recent version of the ECF User’s Manual (in
PDF format) from the District Court’s web page. Enter
http://www.utd.uscourts.gov , when the court’s web page opens, click on the
Electronic Case Filing hyperlink.
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A Step-By-Step Guide
Below is a step-by-step guide for entering the system, preparing a document for filing,
filing a motion or application, and displaying a docket sheet. We urge you to practice

this by going through the steps using the court’s training data base before you try to
actually file a document.

How to Access the System

Users can get into the system via the Internet by going to

https://ecf.utd.uscourts.qgov

Or, you may go to the District of Utah’s Web site at http://www.utd.uscourts.gov
and click on the Electronic Case Filing hyperlink.

Click on District of Utah-Document Filing System to open the login screen and
login to ECF.

Users can access the Training Database by going to

https://ecf-train.utd.uscourts.gov
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Logging In:

The next screen is the login screen.

ECF/PACER Login

Notice

This is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited and
subject to prosecution under Title 18 of the U.5. Code. All activities and access attempts are logged

Instructions

Enter your ECF login and password for electronic filing capahilities. If you do not need filing
capabilities, enter your PACER login and password. If you do not have a PACER login, contact the
PACER Service Center to establsh an account. You may regster online at

hitpofipacer psc.uscourts. gov or call the PACER Service Center at (3000 676-6856 or (210)
301-6440

It the future an access fee of §.07 per page, as approved by the Judicial Conference of the United
States at its Septemnber 1998 session, will be assessed for access to this service. All inquiries will be
charged to your PACER account. If you do not need filing capabilities, enter your PACER login and
password. The Clent code 15 provided to the PACER user as a means of traclang transactions by
client. This code can be up to thirty two alphanumenc characters long

Authentication

Login: I

Password I
client code: I
Login | Clear | %

CMIBCR has been tested and works corvectly with Netscape 4.6x and 4.7x

Enter your ECF Login and Password in the appropriate data entry fields. All ECF
login names and passwords are case sensitive.

Note: Use your ECF login and password if you are entering the system to file a
document or to maintain your account. If you only wish to enter ECF to
query the database for case information or to view a document, enter your

PACER login and password. You will be charged a fee to view ECF case
dockets and documents.

Verify that you have entered your ECF login and password correctly. If not, click
on the [Clear] button to erase the Login and Password entries and re-enter the
correct information. After you enter the correct login and password information,
click on the [Login] button to transmit your user information to the ECF system.

o If the ECF system does not recognize your login and password, it will
display the following error message on a new screen.

Login failed either your login name or key is incorrect

-

o Click on the [Back] = Batk button in your browser and re-enter your
correct login and password.
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Once the Main Menu appears, choose from a list of hyperlinked options on the top bar.

3
Criminal o o Reports o Utilities o Logout o_

U.S. District Court
District of Utah [LIVE]

Official Court Electronic Docmmnent Filing System

ECF has now been upgraded to Version 2.

This facility is for Official Court Business only. Activity to and jfrom this site is logged Document filings on this system are subject to Federal Rule of Chl
Frocedure 11, Bvidence of unauthorized or crimingl activity will be forwarded to the appropriate law enforcemant officials.

Walcome to the U S District Court for the District of Utah [LIVE] Blacironic Document Filing System. This page is for the use by attorneys and firms
pariicipating in the electronic filing system. The mast recent version af the Neiscape browser and the Adobe PDF reader can be abtained by selecting the
Metscape/PDF Setings aption listed balow,

Note: The date you last logged into the system appears at the bottom left corner of this
screen. You should review this information each time you login for security
reasons. If you believe your last login date and time are incorrect, or if you
suspect an unauthorized party is using your login and password, please telephone
the court’s Help Desk (see p. 2) as soon as possible.

Selecting ECF Features

ECF provides the following features that are accessible from the Blue menu bar at the top
of the opening screen.

Civil- Select Civil to electronically file all civil case pleadings, motions, and
other court documents.

Criminal- Select Criminal to electronically file all criminal case pleadings, motions,
and other documents.

Query- Query ECF by specific case number, party name, or nature of suit to

retrieve documents that are relevant to the case. You must login to
PACER before you can query ECF.

Reports- Choose Reports to retrieve docket sheets and cases-filed reports. You
must login to PACER before you can view an ECF report.

Utilities- View your personal ECF transaction log and mailing information in the
Utilities area of ECF.
Logout- Allows you to exit from ECF and prevents further filing with your

CM/ECF USER GUIDE VER-1 16 U.S. DISTRICT COURT FOR UTAH




password until the next time you log in.

Civil Events Feature

Registered filers will use the Civil feature of ECF to electronically self-file and docket with the
Court a variety of pleadings and other documents for civil cases. See the list of ECF documents
at the back of this manual. This section of the manual describes the basic steps that you need to
take in order to file a single motion with the Court. The process is consistent regardless of the
event.

General Rules and Manipulations
Manipulating the screens
Each screen has the following two buttons:

. M clears all characters entered in the box(es) on that screen.

NEHI or—248Mit | o ccepts the entry just made and displays the
next entry screen, if any.

Correcting a mistake:

. 4 2 A 4 2 W =S 8 @
Back Forward  Reload Home Search  Metzcape Frint Securty Stop

Use the © Bask - putton on your browser toolbar to go back and correct an entry
made on a previous screen. However, once the document is transmitted to the
court, only the court can make changes or corrections.

Filing a Civil Complaint

E-mail PDF versions of the Civil Cover Sheet and the Complaint or Initiating document,
with the parties listed, to the following address: utdecf_clerk@utd.uscourts.gov

The e-mailed complaint is for information purposes only and will not be filed by the
clerk's office. The complaint must be filed by counsel as later indicated.

New cases will be processed until 4:00 p.m. each day the court is open. New cases
received after this time will be processed the following morning.

A case number and judge will be assigned to the case. The Clerk’s office will enter the
case information into CM/ECF and add the parties.

The Clerk's office will enter a "Remark - New Case" on the docket and a NEF will be e-
mailed to counsel. The docket text will include the judge assigned to the case and direct
counsel what CM/ECF filing event should be used to e-file the complaint or initiating
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document and to pay the filing fee of $350 by the end of the business day.

Filing Documents Electronically in Civil Cases
There are eight basic steps involved in filing a document:

1) Select the type of document to file (see Attorney Event Menu);

2) Enter the case number in which the document is to be filed;

3) Designate the party(s) filing the document;

4) Specify the PDF file name and location for the document to be filed.
5) Add attachments, if any, to the document being filed.

6) Modify docket text as necessary

7) Submit the document to ECF

8) Receive notification of electronic filing (the NEF)
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After successfully logging into ECF, follow these steps to file a document.
Em Criminal . Query . Reports . Utilities . Logout ?

1. Select the type of document to file
Select Civil from the blue menu bar at the top of the ECF screen. The Civil Event
window opens displaying all of the events from which you may choose for your
filing. This section of the User's Manual describes the process for filing a Motion in
ECF. The process is similar for filing other documents in ECF.

Click on Motions, under Motions and Related Filings

EECF Civil - Criminal . Query

Civil Events

Lutial Pleadings and Service  Other Filings
service of Process Appeal Documents
Anzwers to Complaints Dizcovery Documents
Other Answers and Besponses  Motices
Trial Documents
MMotions and Related Filings ADE Documents
Ifotions iDther Documents
Eesponszes and Eeplies

The Motions screen appears and displays a motion selection field with a scroll bar
next to it. Scroll through the menu until you find the type of motion or application
you wish to file.

Criminal
Motions
Leave =]
Miscellaneous Relief
Mesw Trial
Fenpaaent (njunction
¥ rEEr'n inary In, nction

ma Fauperis

Frotective Order
Reassign Case =]

Mext | Clear |

For demonstration purposes, highlight Preliminary Injunction and click on [Next].

Note: To select more than one motion, press and hold down the Ctrl key, and click on
each of the desired multiple forms of relief.
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2. Enter the case number in which the document is to be filed.
A new Motions screen opens with a Case Number field. Enter the number of the case
for which you are filing a motion and click on [Next].

Criminal Query Reports

Motions

Case Number

|PC'-1E'1 0012345, 199 ¢v-13345, 1-090v-12345, Mevl2345, or 1:90cv1 2345

Mext | Clear |

e |If the number is entered incorrectly, click M to re-enter. If the computer

Back

prompts that you entered an invalid case number, click on to re-enter.

e \When the case number is correct, click on M )

3. Designate the party(s) filing the document

Civil - Criminal . Query

Motions

1:04-cv-00003-DAE -0 Grev v. Vanila

Select the filer.

Select the Party:

Gray  Earl [Plaintiff] i AddiCreate New Party
Strawberry, Sarah [Motice Party]
“anilla, Wera [Defendant]

Pext | Clear |

Highlight the name of the party or parties for whom you are filing the motion. If you
represent all defendants or all plaintiffs, you may select the entire group by holding down
the control key while pointing and clicking on each party in the group
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After highlighting the parties to the motion, click on the [Next] button.

Note: If your party does not appear, you must file the document, via e-mail or in paper,
with the court. Attorneys are not allowed to add parties to cases.

Linking Documents (Refer to existing event)
Some documents, such as Memoranda, Declarations, and Indexes to Exhibits, should
be “linked” to their related documents in the case. This linking ensures that motions
reports include all pertinent documents. When linking certain types of documents,
you will see the following screen.

EEC F Civil » Criminal

Other Documents
1 04-cyw-00008-DAK-DOMN Grey v Vanilla

[ Refer to existing event(s)?

File-:l| to |
Documents to
Mext | Clear |

An “event” in CM/ECF is anything that has been filed in a case. To link the document
you are currently filing to a previously filed document, check the box in front of “Refer
to existing event(s)?” then click [Next].

You also have the option of entering filed dates or document numbers if you would like
to narrow your search.

Once you click [Next], you are presented with a list of documents that match your search
criteria. For this example Motions are the document type to which the current document
should link.
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Criminal Query

Other Documents

Select the appropriate eveni(s) to whick your event relates:

¥ 05012002 2 MOTION for Preliminary Injunction by Attorney guestaty on behalf of Defendant
Bob Stoops (guestaty, )

O 05012002 3 MOTION for Extension of Tine by Attorney guestaty on behalf of Defendant Bob
Stoops (guestaty, )

Mext | Clear |

Click the check-box for the document you wish to link to and click [Next].

4. Specify the PDF file name and location for the document to be filed.

ECF accepts the party or parties you selected and refreshes the screen to display a new
Motions screen depicted below. ECF displays a field for locating and entering the PDF
file of the document you are filing in ECF.

Note: It is imperative that you attach an electronic copy of the actual document when
prompted by the system. All documents that you intend to file in ECF MUST be
in PDF format. Otherwise, ECF will not accept the document and users will be
unable to retrieve and read your document from ECF.

Criminal

Motions
B:00-cw-00101 Solich v. Stoops

melect th;[pdf document (for example: CA129cwd01-21 pdf).

Filename

" Browse... |

Attachments to Document: & o & Ves

Mext | Clear |

e Click on the [Browse] button. ECF opens the following screen.
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File Upload E

Lok ift | 3l FDF Fies | k|

File name:; | Open I
Filez of wpe: IHTI'-.-1L Files j Cancel |

e Change the Files of type from:

o

Files of type:  [HTML Files =]

to:

T
Filez af bype:

e Navigate to the appropriate directory and file name to select the PDF document
you wish to file.

e Highlight the file to upload to ECF.

Note: To verify that you have selected the correct document, right-mouse click on
the highlighted file name to open a quick menu and left-mouse click on
[open]. Adobe Acrobat or Acrobat Reader will launch and open the PDF
document you selected. You should view it to verify that it is the correct

document.
File Upload
Look jn: | = PDF Files =l

él:ll:h:: w107 mation

Select

Print I!

gl Addto Zip

e Once you have verified the document is correct, close Adobe Acrobat and click on
the [Open] button. ECF closes the File Upload screen and inserts the PDF file name
and location in the Motions screen.
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Criminal

Motions
S00-cy-00101 Solich v. Stoops

welect the pdf document (for example: CA199cv201-21 pdi).

Filename

IC:"-.I-IE,F Documentshy PDF Files'00cvi0lmo | Browse...

Attachments to Document: ® o © Tes

Mext Clear

B

e If there are no attachments to the motion, click on [Next]. A new Motions
window opens. Go to Section 6, “Modifying Docket Text,” to proceed with your
filing.

e Ifyou have Attachments to your motion, you will select ['Yes] on the screen depicted

above. Click on [Next] and proceed to the first step in Section 5, “Adding
Attachments to Documents Being Filed”.

If you selected and highlighted a file that is not in PDF format, ECF will display the
following error message after you click on the [Next] button.

. Query . Reports . Utilities

Motions
1-01-04011-PLF DEMITELA EICH et al v. ARLENE ACEERMAL et al

< ERROR: Document 15 not a well-formed PDF document (ho further information 15 available).
\

e ECF will not permit you to select a file for your document that is not in PDF format.

e Click on the [Back] button, and ECF will return to the Motions screen. Select and
highlight the PDF file of your document and proceed as before.

Failure to Select a Document to File
If you fail to select a document data file to attach with your filing, ECF will display the
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error message depicted below.

ecf-train.ned.uscourts.goy - [JavaScript Application]

& Mate: ¥'ou have not selected a document.

e If you click [OK] from the screen depicted above, ECF will return you to the
Motions screen. You cannot proceed without attaching a PDF document.

5. Add attachments to documents being filed

If you acknowledged the need to attach documents to your motion during the previous
step, a new Motions screen appears.

:
Motions
B:00-cv-00101 Solich v. Stoops

‘ F Civil » Criminal . Query . Reports . utilities . Logout

Select one or more attachments.
1% Enter the pdf document that containg attachment (for example: Clappendo pdf).

Filename

I Browse... |

21 At your option, select a document type andfor enter a description.

Type Description

| =

3) Add the filename to the Lst b&( below. If you have more attachments, go back to Step 1. When the st of filenames 15 complete, click on the MNest button,
- Add to List |
| Rerove from List |

_Mext |

e Click on [Browse] to search for the document file name of the attachment.

e Nextto the field for attachment Type, click on the arrow and ECF opens a pull-down
screen. Highlight the type of attachment from the displayed selection.

e Describe the attachment more fully by clicking in the Description box. Type a clear
and concise description of the attachment.

e Click on [Add to List].
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Select one or more attachments.
13 Enter the pdf document that containg attachment (for example: Clappendo pdf).

File e
SWCMECPcmect files\Attachl respons ./ Browse. .

2 At your option, select a document type, enter a descnption andfor specify if transcript.

T:\_rl;e- T‘mqn-ipﬁnn

Appendix j |Resp0nse to Request
33 Add the Hlename T —It vou have more attachments, go back to Step 1. When the hst of filenames 15 complete,

click on the MNext button.

Aftach3 Response to Interrogatories  pof I

Acdd to List

Remowve from List |

et
ECF adds the selected document as an attachment to the main document. A new
Motions screen opens to display the file name of the newly attached document.

e Repeat the sequence for each additional attachment.
e After adding all of the desired PDF documents as attachments, click on [Next].
When attachments and exhibits are in paper format

If you have attachments and exhibits that (i) cannot be created and printed
electronically to a PDF file and (ii) when scanned are greater than 2MB in size, you
will have to submit them to the Clerk’s Office in paper format. Present the entire
document with attachments to the Clerk's Office for handling.

Note: For paper attachments of moderate length, you have the option of dividing
them into two or more smaller attachments, then scanning and filing them
electronically.

6. Modify docket text

Criminal D Query D Reports * utilities

Motions
F:00-cv-00101 Solich w. Stoops

Docket Text: Modify as Appropriate.

Iw 'I MOTION for Preliminary Injunction | on hehalf of Plamtiff Frank
Solich {attorney2, )
et | Clear |

Click on the button shown here to open a modifier drop-down list. Select a modifier
if appropriate.
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Criminal Query Reports Utilities Logout

Motions
2:04-cw-03104-DAK -DOMN ABC Funding v X T7Z Funding

Docket Text: Modify as Appropriate.

*| MOTION for Preliminary Injunction filed by Defendant XYZ
lonnell, Bobby)

First

Second

Third

|{Fourth

Fifth

Sixth

Seventh

Eighth

Mlirth

Tenth

Amended

Consent

Counter b
Cross
Defendant's
Ernergency
Endorsed
Ex Parte
Final -

Click in the open text area to type additional text for the description of the pleading
document. This field is limited to 255 characters. To the extent possible, the entire
title of the document should be included here.

Criminal Query . Reports utilities . Logout

Motions
2:04-cv-03104-DAE -DON ABRC Funding v. 2 ¥7 Funding

Docket Text: Modify as Appropriate.

I Defendant's 'l MOTION for Preliminary Injunction |0 ©e=ase and desist filed by Defendant XYZ
Investinents . (Donnell, Bobby)

Mext | Clear |

7. Submit the document.

e Click on the [Next] button. A new Motions window appears with the complete text
for the docket report.

e Review the docket text and correct any errors. If you need to modify data on a

)

previous screen, click the © Eask “pbutton on the Netscape toolbar to find the screen
you wish to alter.
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Criminal . Query . Reports . Utilities . Logout

Motions
2:04-cv-03104-DAK -DON ABC Funding v. XY 7 Funding

Docket Text: Final Text

Defendant's MOTION for Preliminary Injunction fe cease and desist filed by Defendant XYZ Investments. (Donnell,
Bobby)

Attention!! Pressing the NEXT button on this screen comnits this transaction. You will have no further opportunity to
modify this transaction if you contmue.

Clear |

e Click on the [Next] button to file and docket the document.

Note: The screen depicted above contains the following warning.

Pressing the NEXT button on this screen commits this transaction. You will have
no further opportunity to modify this transaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to previous screens
by:

e clicking on any hyperlink on the Blue ECF menu bar to abort the current
transaction. When you do so, ECF will reset to the beginning of the process you just
selected.

e clicking on the Web Browser [Back] button until you return to the desired
screen.
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8. Notice of Electronic Filing
ECF opens a new Motions window displaying an ECF filing receipt.

Criminal . Query . Reports . Utilities . Logout

US District Comrt
District of Utah
Motice of Electronic Filing

The following transaction was recerved from Donnell, Bobby entered on 4/2/2004 at 4:24 PM CST and filed on 4/2/2004

Case Name: ABC Funding v. X YZ Funding
Case Number: 2:04-cv-3104
Filer: JCYZ Investments

Document Number: 3

Daocket Text:
Defendant's MOTION for Prelimmary Injunchion fo cease and desisi filed by Defendant XYZ Investments. (Domnell, Bobby)

The following document(s) are associated with this transaction:

Document description:Mamn Diocument

Omngmal filename:nfa

Electronic docwnent Stamp:

[STAMP deectStamp_ID=1060034973 [Date=4/2/2004] [FileNumber=53455-0] [
13a3dcBf02080165b 1ac36£H2000b 1 a2225b6ccbddbb3fecBI06b 7142300021 86af
32a2a837b40e6 1bbTeadc 58086233050 7cd3679b5M0(2ddalb 0 dee28]]
2:04-cv-3104 Notice will be electronically mailed to:

Bobby Domnell  bdennell@syalawfirm com,

2:04-cv-3104 Notice will he delivered by other means to:

Tohn Q. Attorney

123 E. MATN ST
SALT LAKE CITY, UT 84101

e The screen depicted above provides confirmation that (i) ECF has registered
your transaction, and (ii) the document you filed is now an official court
document. Italso displays the date and time of your transaction and the number
that was assigned to your document. You should note this number on the
document’s PDF file.

e Select [Print] on your browser Toolbar to print the ECF document receipt.

e Select [File] on the your browser menu bar, and choose Save Frame As...from
the pull-down window to save the receipt to a file on the hard drive of your
computer.

Note: The Notice of Electronic Filing confirms the representations made in the
Certificate of Service in your document. The Court strongly urges you to save your
copy of the Notice of Electronic Filing in your filing system.

e ECF will electronically transmit the Notice of Electronic Filing to the
attorneys and parties to the case who have supplied their e-mail addresses to
the Court. The ECF filing report also displays the names and addresses of
individuals who are not in the Court’s ECF e-mail directory and who will not
be electronically notified of the filing. It is your responsibility as the
document filer to serve hard copies of the document and the Notice of
Electronic Filing on all non E-Filing attorneys and pro se parties to the case.

E-Mail Notification of Documents That Were Filed
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After a document is electronically filed, the ECF System sends a Notice of Electronic
Filing to the designated attorneys and parties who have supplied their e-mail addresses
to the Court. Individuals who receive electronic notification of the filing are permitted
one "free look” at the document by clicking on the associated hyperlinked document
number embedded in the Notice of Electronic Filing. The filer is permitted one free
look at the document and the case docket to verify that the document was properly
docketed. The Court strongly urges you to save the Notice of Electronic Filing and
filed document(s) to your filing system. Subsequent retrieval of the case docket sheet
and document from CM/ECF must be made through your PACER account and is subject
to current PACER fees.

Note: The filer is responsible for sending hard copies of the document and Notice of
Electronic Filing to attorneys and pro se parties who are not registered E-Filers.

Criminal Events Feature
Filing Documents for Criminal Cases

Filing a criminal document requires nine steps:

Select the type of document to file (see Attorney Event Menu);
Enter the number of the case in which the document is to be filed,;
Designate the defendant to whom the filing relates;

Verify that the case number and caption are correct;

Designate the party(ies) filing the document;

Specify the PDF file name and location for the document to be filed;
Add attachments, if any, to the document being filed,

Modify docket text as necessary;

Submit the document to ECF; and

0.  Receive notification of electronic filing

RO NoOR~WNE
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After successfully logging into ECF, follow these steps to file a document.

- > 1
. Query . Reports . Utilities . Logout ?

1. Select the type of document to file
Select Criminal from the blue menu bar at the top of the ECF screen. The Criminal
Event window opens and displays the events from which you may choose for your
filing. This section of the User Manual describes how to file a Motion in ECF. The
process is similar for filing other documents in ECF.

Click on Motions, under Motions and Related Filings

EEC F Civil + Criminal

Crianal Events

Motions and Related Filings
Motions
Fesponses and Beplies

Other Filings
service of Process
Walvers
Hotices
Dizcovery Documents
Tral Documents
Appeal Documents
Dther Documents

The Motions screen appears and displays a motion-selection field with a scroll bar
next to it. Scroll through the menu until you find the type of motion or application
you wish to file.

Criminal

Motions

Sevar ﬂ

Strike

Yacate [2258)
Withdraw Document
Withdraw Plea of Guilty

1]

Mesxt | Clear |
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For demonstration purposes, highlight Suppress and click on [Next].

Note: To select more than one motion, press and hold down the Ctrl key while you
click on each of the desired categories of motions.

2. Enter the case number in which the document is to be filed.
A new Motions screen opens with a Case Number field. Enter the number of the case
in which you are filing a motion and click on [Next].

Criminal Query

Motions

Case Number

Ibz —-100 00.12345, 1:99-pw-12345, 1.00. o 12345, 90evw12345, or 1.90 012345

Mext | Clear |

Note: If, for example, the case number you are working on is 2:03cr105, you could
enter the case number in any of the following formats:

03-105

03cr105

2:03-cr-105

2-03-cr-105

203cr105

e |If the number is entered incorrectly, click [Clear] to re-enter. If your computer
responds that you entered an invalid case number, click on [Back] to re-enter.

e When the case number is correct, click on [Next]
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ant(s) that the filing relates to.

Criminal

Motions

Muaike appropriate selections
[ 2:0%5-cr-00105-DAK -DOM-1 - Butch Cassidy
[ 2:03-cr-00105-DAK-DON-2 - Sundance Kid

v Al defendants

Mext Clear

Click in the boxes to place a check next to the name of each defendant to which your
filing relates. If it relates to all defendants in the case, check only the All Defendants
box, leaving the remaining boxes unchecked. When you have finished selecting
defendants, click on [Next].

4. Verifi the case number and caition are correct.

Other Documents

201 -cr-0065-DAE TSA v, Chocolate
Mt Clear |

Click _Next |
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5. Desiinate the Eartiisi fiIini the document

Other Documents
201-cr-00654-DAK USA v, Chocolate

Select the filer.

Select the Party:

LSA [Flaintiff]
Chocolate, Charles (1) [Defendant]

Mext | Clear |

Highlight the name of the party or parties filing the motion. Click on the [Next] button.

Linking Documents (Refer to existing event)
Some documents, such as Memoranda, Declarations, and Indexes to Exhibits, should
be “linked” to their related documents in the case. This linking ensures that motions
reports include all pertinent documents. When linking certain types of documents,
you will see the following screen.

EEC F Civil -« Criminal

Other Documents
T 04-cy-00008-DAK-DOMN Gresy vy Wanilla

[ Refer to existing event(s)?

Filed | to |
Documents to
et | Clear |

An “event” in CM/ECF is anything that has been filed in a case. To link the document
you are currently filing to a previously filed document, check the box in front of “Refer
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to existing event(s)?” then click [Next].

You also have the option of entering filed dates or document numbers if you would like
to narrow your search.

Once you click [Next], you are presented with a list of documents that match your search
criteria. For this example Motions are the document type to which the current document
should link.

Criminal Query

Other Documents

Select the appropriate eveni(z) to which your event relates:

IV 0501/2002 2 MOTION for Prelminary Imunction by Attorney guestaty on behalf of Defendant
BEob Stoops {guestaty, )

O 0501/2002 3 MOTION for Extension of Tine by Attorney guestaty on hehalf of Defendant Bob
Stoops {guestaty, )

PMest | Clear |

Click the check-box for the document you wish to link to and click [Next].

6. Specify the PDF file name and location for the document to be filed.

ECF accepts the party or parties you select and refreshes the screen to display a new
Motions screen as depicted below. ECF displays a field for locating and entering the
PDF file of the document you are filing in ECF.

Note: Itisimperative that you attach an electronic version of the actual document when
prompted by the system. All documents that you intend to file in ECF MUST be
in PDF format. Otherwise, ECF will not accept the document and users will be
unable to retrieve and read your document from ECF.
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Criminal

205 cr-00105-DAE -DOM TTEA v Cassidy et al

Date document filed {mandatory)

la/2/z004

=elect the pdf document (for example: CA199cw201-21 pdb).
Filename

| Browse... |

Attachments to Document: ™ Mo 7 Yes

Mext | Clear |

e Click on the [Browse] button. ECF opens the following screen.

Look irc | 3 PDF Files ] =i

File narme; | Open I
Files of bype: IHTML Filez =l Cancel |

i

e Change the Files of type from:

Files of type:  [HTML Files =]
to:

T
Filez of lpe:
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e Then navigate your way to the appropriate directory and file name to select the
PDF document you wish to file.

e Highlight the file to upload to ECF.

Note: In order to verify that you have selected the correct document, right-mouse
click on the highlighted file name to open a quick menu and left-mouse click
on [open]. Adobe Acrobat or Acrobat Reader will launch and open the PDF
document that you selected. You should view it to verify that it is the correct
document.

File Upload .
Lock in: | 3 PDF fles =

9’ Print
Li -

e Once you have verified that the document is correct, close Adobe Acrobat and click
on the [Open] button in the lower right corner of the File Upload window. ECF will
close the File Upload screen and insert the PDF file name and location in the
Motions screen.

[2 cassidy-rotio

Select

Criminal

Motions
8:02-cr-00100 US4 v. Cassidy et al

Select the pdf document (for example: CA9%cwS501-21 pdf).

Filename

IC:‘-.I-IE.,F Docurent 3y PDF fileshcassidy-m Browse... |

Attachments to Document: * Mo © Ves

Mext Clear

* If there are no attachments to the motion, click on [Next]. A new Motions
window opens. Go to Section 6, “Modifying Docket Text,” to proceed with your
filing.
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e Ifyou have Attachments to your motion, you will select ['Yes] on the screen depicted
above. Click on [Next] and proceed to the first step in Section 5, “Adding
Attachments to Documents Being Filed”.

If you selected and highlighted a file that is not in PDF format, ECF will display the
following error message after you click on the [Next] button.

. Query . Reports . Utilities

Motions
1-01-04011-PLF DEWITELA EICH et al v. ARLENE ACEERNAT] et al

< ERROR: Document 15 not a well-formed PDF document (ho further information 15 available).
\

e ECF will not permit you to select a file for your document that is not in PDF format.

e Click on the [Back] button and ECF will return to the Motions screen. Select and
highlight the PDF file of your document, then and proceed as before.

Failure to Select a Document to File

If you fail to select a document to file with your document, ECF will display the error
message depicted below.

ecl-train.ned uscourts_goy - [JavaScript Application]

& Mate: *fou have not selected a docurment.

e If you click [OK] from the screen depicted above ECF will return you to the
Motions screen. You cannot proceed without attaching a PDF document.
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7. Add attachments to documents being filed

If you acknowledged the need to attach documents to your motion during the previous
step, a new Motions screen will appear.

B
Motions
2:00-cv-00101 Solich v, Stoops

‘ F Civil . Criminal . Query . Reports . Utilities . Logout

Select one or more attachments.
1) Enter the pdf document that contains attachment (for example: Clappendoz pdf).

Filename

| Browse... |

2) At yvour option, select a document type andfor enter a description.

Type Description
| =
3 Add the filename to the kst b&; below. If wou have more attachments, go back to Step 1. When the lst of filenames 12 complete, click on the Mext button.
Add to List |
LI Remave from List I
MNext|

e Click on [Browse] to search for the document file name of the attachment.

e Next to the field for attachment Type, click on the arrow and ECF will open a pull-
down screen. Highlight the type of attachment from the displayed selection.

e Describe the attachment more fully by clicking in the Description box. Type a clear
and concise description of the attachment.

e Click on [Add to List].

Select one or more attachments.
1 Enter the pdf document that contains attachment (for example: Chappendon pdf).

Filename

SACMWE CFRcmect files\Attach respons)Berse... |

27 At wour option, select a document type, enter a description andfor specify if transcript.
Type Deserpton

Appendix j |Respanse to Request
21 Add the Hlename T —Ifvou have more attachments, go back to Step 1. When the list of flenames 13 complete,

click on the Mext button.

(Attach3 Response to Interrogatories ot H Add o List |

Femowve fram List |

[Nt
ECF will add the selected document as an attachment to the document. A new Motions

screen opens to display the file name of the newly attached document.
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e Repeat the sequence for each additional attachment.
e After adding all of the desired PDF documents as attachments, click on [Next].
When attachments and exhibits are in paper format

Please submit in paper format any attachments and exhibits that (i) cannot be created
and printed electronically to a PDF file or (ii) when scanned are greater than 2MB in
size. Present the entire document with attachments to the Clerk's Office for handling.
Note: For paper attachments of moderate-length, you may divide them into two
or more smaller attachments, then scan and file them electronically.

8. Modify docket text

Criminal . Query . Reports . Utilities

Motions

B02-cr-00100 TZA v Cassidy et al

Docket Text: Modify as Appropriate.

S -y MO TTION to Suppress I by Attorney Luta K. Pleiss as to defendant(s) Butch
id . (Pleiss, Luta)

Cassidy , Sundane

Mext | Clear |

Click on the button shown here to open a modifier drop-down list. Select a modifier
if appropriate.

Criminal - Query . Reports . Utilities

Motions
B02-cr-00100 TISA v Cassidy et al

Docket Text: Modify as Appropriate.

MOTION to Suppress | by Attorney Luta K. Pleiss as to defendant{s) Butch
e Kid . (Fleiss, Luta)

Supplemental

Click in the open text area to type additional text for the description of the document.
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Criminal Query . Reports Utilities

Motions
2:03-cr-00105-DAK DO TTSA v. Cassidy et al

Docket Text: Modify as Appropriate.

IDefendant's 'I MOTION to Suppress |evidence retrieved from If by Butch Cassidy , Sundance Kid . (Donnell,
Baobby)

et | Clear |

9. Submit the document.

e Click on the [Next] button. A new Motions window will appear with the complete
text for the docket report.

e Review the docket text and correct any errors. If you need to modify data on a
previous screen, click the © Back “putton on the Netscape toolbar to find the screen
you wish to alter.

Criminal . Query . Reports o Utilities

Motions
B02-cr-00100 TIEA v Cassidy et al

Docket Text: Final Text

Amended MOTION to Suppress Evidence reirieved from Defendant's car by Attorney Luta K. Pleiss as to defendant(s) Butch
Cassidy, Sundance Kid. (Pleiss, Luta)

Attention!! Pressing the WEXT button on this screen commits this transaction. You will have no further opportunity to modify this
transaction if you continue.

e Click on the [Next] button to file and docket the document.

Note: The screen depicted above contains the following warning.

Pressing the NEXT button on this screen commits this transaction. You will have
no further opportunity to modify this transaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to previous screens
by:

e clicking on any hyperlink on the Blue ECF menu bar to abort the current
transaction. If you do so, ECF will reset to the beginning of the process you initially
selected.

e clicking on the Web Browser [Back] button until you return to the desired
screen.
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10. Notice of Electronic Filing

ECF opens a new Motions window displaying an ECF filing receipt.

'; CM/ECF TEST - LL5. District Court:utd - Microsoft Internet Explorer i ]|
File Edit ‘“iew Favorites Tools  Help "
O Back - J x | 2| f Search =, Favaorites £« - d j‘?'

Address |g| https: fecf-test.utd, cire 10, denfegi-bingflogin. plr426482799768446-L_238_0-1 j Go glf-.‘v o !LjL -
EE F Civil » Criminal + Query = Reports +  Utilities + Logout

F
***NOTE TO PUBLIC ACCESS USERES***You may view the filed documents once without charge. To avoid L
later charges, download a copy of each document during this first viewing.

TS District Cowrt
District of Utah
Motice of Electrome Filing

The following transaction was received from ce, entered on 5/3/2004 at 942 AW CDT and filed on 3052004

Case Name: T34 v Gopher
Case Number: 2:02-cr-3000
Filer:

Document Number: 5

Docket Text:

Minute Entry for proceedings held before Tudge Dawd Nuffer - Arraignment as to Gary Gopher (1) Count 1 and Murray
Mlole (23 Count 1 held on 5¢5/2004 Attorney for Plaintiff John O Attorney, Attorney for Defendant Samuel Yotk for dft
Gopher and Ealph L. Dewsnup for dft Mole (Court Eeporter Electronic, Tape #10, Log #1070 (ce, )

The following document(s) are associated with this transaction:

2:02-cr-3000-1 Notice will be electronically mailed to:

2:02-cr-3000-1 Notice will be delivered by other means to:

Tohn O Attorney
123 E NATHN 3T
SALTLAKE CITY, TUT 84101

e The screen depicted above provides confirmation that ECF has registered your
transaction and that the document is now an official court document. It also
displays the date and time of your transaction and the number that was assigned
to your document.

e Select [Print] on the Netscape Toolbar to print the document receipt.

e Select [File] on the Netscape menu bar, and choose Save Frame As...from the
pull-down window to save the receipt to a file on the hard drive of your
computer.
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Note: The Notice of Electronic Filing confirms the representations made in the
Certificate of Service in your document. The Court strongly urges you to save your
copy of the Notice of Electronic Filing in your filing system.

e ECF will electronically transmit the Notice of Electronic Filing to the
attorneys and parties to the case who have supplied their E-mail addresses to
the Court. The ECF filing report also displays the names and addresses of
individuals who will not be electronically notified of the filing. It is the
filer’s responsibility to serve, either by mail or delivery, hard copies of the
document and the Notice of Electronic Filing on all attorneys and pro se
parties of record who are not set up for electronic notification.

E-Mail Notification of Documents That Were Filed

After a document is electronically filed, the ECF System sends a Notice of Electronic
Filing (NEF) to the designated attorneys E-mail addresses. Individuals who receive
electronic notification of the filing are permitted one "free look” at the document by
clicking on the associated hyperlinked document number embedded in the NEF. The
filer also is permitted one free look at the document. The Court strongly urges you to
save the NEF and documents in your file system for future access. One way the NEF
may be saved is by using the ‘Print to PDF’ feature under the File, Print option in your
browser, or comparable menu options in your email package. Subsequent retrieval of the
case docket sheet and document from CM/ECF must be made through your PACER
account and is subject to regular PACER fees.

Note: The filer is responsible for sending hard copies of the document and Notice of
Electronic Filing to attorneys and pro se parties who are not registered E-Filers.

Add/Create a New Party

If the party you represent is not listed in the “Select a Party”, you should file that
document with the court, either by email in pdf format, or in hard copy. Attorneys will
not be allowed to add parties.

EE F Ciwvil » Criminal + Query Reports  » Utilities

Answers to Complaints

1.0 - cy-0000E-DAE -DON Grev v. Vanilla

Any document that requires new parties to be added to the case WITST he filed with the court.

DO NOT ADD PARTIES
Clear |

Query Feature
Registered participants should use this feature to query the Electronic Case Filing (ECF) system for
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specific case information. To enter the Query mode, click on Query from the Blue menu bar of
ECF.

EECF Reports Utlities + Logout Q

ECF opens the PACER Login screen. You must enter your PACER login and password before
ECF will permit you to query the ECF database.

Note: Your PACER login and password are different from your ECF login and password. You
must have a PACER account in order to retrieve, view, and print certain documents. Please
note that you will be charged a fee of $.08 per page to access and download documents,
docket sheets, etc. from ECF.

After you enter your PACER login and password, ECF opens a Query data entry screen as depicted
below. If you know the number that the Court has assigned to the case, enter it in the Case Number
field and click on the [Run Query] button. ECF will open the query screen depicted in Figure B on
the next page.

= C )
UE F Civil + Criminal + Query + Reports + Utilities + Logout o_

Query

Search Clues

Casze Mumber |IIIIZI—1IZI1 {(Examples: 99-800, 1:99c600) Def Murnher |

or search by

Filed Date | o |
Last Entry Date | to |
Mature of Suit 0 (zerc) :l

110 {Insurance)

120 (Contract: Marine) =]

or search by

Last Mame | (Exarmples: Desoto, Des™)
First Mame I Middle Mame

Type I vl

Fun Query | Clearl

You may query the ECF database either by (i) the name of a party or (ii) an attorney to the case.
Enter the last name of the party in the appropriate field. If more than one person with that name is in
the database, ECF returns a screen from which to select the correct name (Figure A). If you click on
the name of the party, ECF will open the query screen depicted in Figure B. If the individual is a
party to more than one case, ECF will open a screen listing all of the party’s cases. Click on the case
number hyperlink and ECF opens the query screen depicted in Figure B.
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Figure A

Query . Reports . utilities . Logout

Select A Person

There were 2 matching persons.

Jackson, Dawid A (aty)

Jackson, Thomas Charles  (aty)

After querying the database by case number, name, or nature of suit, ECF opens the
Query window for the specific case you selected. See Figure B.

You may also query a case by the nature of suit. You must enter a range for either the
filed date or the last entry date in order for the query to run. To search for all cases of a
certain type, you should use the date 1/1/1970 as the "beginning of time." When you
run the query, if there is more than one case that meets those criteria, you will see a
screen similar to the one in Figure A, but it will list multiple case numbers.

Figure B

1-01-01465-JR HARRELL V. DISTRICT OF COLUMBIA
James Robertson, presiding
Date filed: 07/02/2001 Date of last filing: 08/20/2001

Query
Alias
Associated Cases
Attorney
Case Summary
Deadline/Hearing
Docket Report
Filers
History/Documents

Party
Related Transactions

Status

At the top of the window, ECF displays the case number, parties to the case, presiding judge, date
that the initial claim was filed, and date of last filing for the case. You may choose specific case
information from a large list of query options by clicking on the appropriate hyperlinked name on
the screen. The following paragraphs describe several of the available case-specific query options.

Attorney

Displays the names, addresses, and telephone numbers of the attorneys who represent
each of the parties to the case.

CM/ECF USER GUIDE VER-1 45 U.S. DISTRICT COURT FOR UTAH




Case Summary

Provides a summary of current case-specific information as represented below.

L:04-ov-00005-DAK-DON Grey v. Vanilla
Dale & Emmball, presiding
Diate filed: 04/16/2004 Date of last filmg: 01/20/2005

Case Summary

Office: Northern Filed: 04/16/2004

Jury Demand: Plaintiff Demand: §1000000

Nature of Suit: 550 Caunse: 42:1955 Prizoner Crwil Eights

Junsdiction: Federal Question  Disposihion:

County: Zalt Lake Terminated:

Origm: 1 Reopened:

Lead Case: Mone

Related Case: IHone Other Court Case: Mone

Def Custody Status:
Flags: (b)(1)(B), JUEY, A G, NOIPT, PEISONEER

Plamtiff Earl Grey

Deadlines/Hearings

Produces a screen that allows you to query the database by various means to obtain hearing
and other schedule deadlines. If you query as illustrated below, ECF opens the
Deadline/Hearings screen.

Deadlines/Hearings
Sort leuefSet | |Document Number —
Deadline/Hearing
| j Filed
Due/Set
I j Satisfied
Terminated
Fun Query | Clearl
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1-01-014635-JR HARRELL v DISTRICT OF COLUMEBLA
James Eobertson, presiding
Date filed: 07/02/2001 Date of last filing: 08/20/2001
Deadlines/Hearings

1B Deadline/Hearin BT Due/Set Natisfied |Terminated

No. ¢ Filed

7 @ Tury Trial 0872072001 |(07/08/2002
at 09:30 AN

7 @ Final Pretrial Conference |08/20/2001 |08/27/2002
at 04:30 P10

7 @ Status Conference 08/20/2001 |01/08/2002
at 04:30 PId

@ Meet & Confer Hearing |07/31/2001 |08/08/2001 0B/0E2001

at 02:00 F1

1 @ Answer due from DO 0700272001 |07/23/2001  |0B/0E/2001

After the window opens, if you click on a document number, ECF will display the actual
Scheduling Order for the conference or hearing. If you click on the button to the left of
the Deadline/Hearing title, ECF will display the docket information and related docketing
entries for the hearing that you selected.

Docket Report
When you select Docket Report, ECF opens the Docket Sheet screen as depicted below.

Criminal

Docket Sheet

Case numher |95'—'7'D':|

" Entered to

Documents I to I

¥ Inchude terminated parties
™ Include links to Motice of Electronic Filing
¥ Include Caption

Sort hy |O|dest date first j

Run Report | Clear |
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You may select a date range for your docketing report as well as a range of docketing
numbers. If you leave the range fields blank, ECF will default to print the entire docketing
report. Place a checkmark in the box to Include links to Notice of Electronic Filing if you
wish to view them from the docket sheet. After you have selected the parameters for your
report, click on the [Run Report] button. ECF will run your custom docketing report and
display it in a window as depicted.

D4/21/2004

&3

COMPLATINT against Vera Vanilla Fee Status: IFP. Assigned to Judge Dee Benson, filed by Earl
Grey. (rak, ) (Entered: 04/21/2004

D4/21/2004

Tudge Dale A Kimball added. Judge Dee Benson no longer assigned to case. (rak, ) (Entered:
04/21/2004)

042172004

EETUEMN OF SEEVICE OF FORFETTUERE ComplantWarrantTotice of Setmure served on
04/20/04 fled by Notice Party Sarah Strawberry. Clatm due by /472004, (rak, ) (Entered:
042172004

042172004

DISCLOSUEE STATEMENT under FRCE 7.1 filed by Plamtiff Earl Grey. (rak, ) (Entered:
04/21/2004)

02172004

* I3

OEDEE OF TEIAT INSTEUCTIONS re: Preparation of Jury Instructions, Verdict Form,
Ifotions in Limine and REequests for Veir Dire Examination. Signed by Judge David Sam on

04/20/04. (rak, ) (Entered: 04/21/2004)

The document numbers in the middle column are hyperlinks to PDF files of the actual
documents. Place your pointer on the button next to the document number and click to
display the Electronic Notification Report for the document.

History/Documents

This selection queries the database for case event history and documents associated with the
case. Afteryou click on the History/Documents hyperlink, ECF opens the screen depicted
below. You may select the sort order for the query report and choose to exhibit all events or
only those with documents attached. ECF also offers you the option to display the docket
text in the report.

Query . Reports . Utilities

History/Documents

A& Al events (history
 Only events with documents

‘ isplay docket text

Sof Most recent date first =]
Oldest date first
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After making your selections, click on the [Run Query] button.

ECF will query the

database and build your report. A portion of a History/Documents report is shown below.
This particular report lists all of the events and documents associated with the case in reverse
chronological order. It also displays the docketing text for all docketed events.

1-01-01465-JR HARRELL v. DISTRICT OF COLUMBIA

James Robertson, presidng
Date filed: 07/02/2001 Date of last filing: 08/20/2001

History
Daoc . Private Type Docket
. Dates Description Event Subtype Part ID
< & )71'.;’2(1’.' 082072001 Meet and Confer Statement misc 34
I d: 08/20/2001 me stk
Dacket ToW MMEET AVD CONFER STATEMENT. (Lowery, Ruth)
T |Filad: 08/20/2001 | Scheduling COrder order 36
Entered: 08/20/2001 scho

Dacket Text: SCHEDULIT

for 1/8/2002 at 430 PhL Signed by

EF. Final pretrial conference set for 6/2772002 at 4:30 PI; qury trial set for 782002 at 9:30 AN, status conference set ||

e James Eobertson on Augnst 20, 2001, 3T, 3

[

Filad:
Entorad:

08/20/200N
08/20/2001

@es

order 7
setddl

gust 20, 2001, (T, )

Dacket Text: SCHEDULING ORDEE: Final pretrial cofifegence set for 6/27/2002 at 4:30 PM, jury trial set for 782002 at .30 AN status conference set
for 1/8/2002 at 4:30 PML. Signed by Tudge James Eobertson of

- | Filad: 080872001 Meet and Confer Heart heating 32
Enterad: 080872001 mechrg
Dacket Text: Minute Entry: Meet and Confer Heanng held on 8/8/2001 before JIMHES Eobertson mn chambers. (Mot reported) (mlp, )

- |\ Filed: 07/3172001 | Calendar Entry utility 17
Enterad: 0773152001 calentry

Dacket Text: Calendar Entry, SetReset Hearmgs: Meet and Confer Hearmg set for 8/3/2001 02:00 P

ore Judge James Robertson i chambers. (mlp, )

- |\ Filed:

U?Blf200]|

SetReset Hearings

s

You may view a PDF file of actual documents by clicking on the document number in the
far-left column of the onscreen report.

Other Queries

The process for selecting and running other queries in the Query feature of ECF is similar to
what has been described above.
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Reports Feature

The Reports feature of ECF provides the user with several report options. After selecting the
Reports feature from the Blue menu bar, ECF opens the Reports screen depicted in Figure 25.

Figure 25

Criminal Query . .

Reports
Docket Sheet  Criminal Reports Local Reports
Criminal Cases Emails Sent
Civil Reports
Crvil Cazes Civil and Crimninal Reports
Judoment Indexx Calendar Events
Docket & ctivity

TWritten Opinions

You may view Court Calendar Events for a case without logging into PACER. If you select

any of the other reports from the screen depicted in Figure 25, ECF will ask you to login to
PACER.

Emails Sent
Click on the Emails Sent hyperlink in Figure 25

You then may select any date, and see copies of all Notices of Electronic Filing sent to
you on that date.

Summary of ECF Activity

Activity Date Oct (% |[15 s || 2005

® Summary Text
O Full Text
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Docket Sheet
Click on the Docket Sheet hyperlink and ECF will open the PACER login screen.

Enter your PACER login and password. Click on the [Login] button and ECF will open
the Docket Sheet report query window depicted below.

Criminal

Docket Sheet

Case numher |99—7':":'

" Entered D

Documents | to |

¥ Include terminated parties
™ Include links to Notice of Electronic Filing
¥ Inchude Caption

Sort by IOIdest date first =]

RFun Report | Clear |

This is the same query window that ECF displayed when you selected Docket Report from
the Query feature (Page 46). Enter the case number for your docket sheet in the Case
Number field. Select parameters for the remainder of the data entry fields and click on the
[Run Report] button. ECF will display a full docket sheet for the case you selected. See
the Query feature section of this manual for a depiction of a partial docket sheet report. If
you do not need a complete docket sheet, you can narrow the query using the date
filed/entered fields. ECF also offers various sorting options from the Docket Sheet query
screen.
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Civil Cases Report

The Civil Cases report provides you with the flexibility to query the ECF database to locate
cases electronically filed within a specific date range or by Nature of Suit and Cause Code.
When you click on the Civil Cases hyperlink, ECF displays a query screen as depicted here.

Civil Cases Report

Office ~| Case type ~| Nature ~| Case ~| Cause -~
4 Lincoln Civil of suit |0 (zero) flags 2255MOTION 0 (Mo cause code entered)
7 Morth Platte x| Miscellaneous = | 110 (Ingurance) = AOFORM = 02:0431 (02:431 Fed. Election...) =

Filed [o/z3/2002  t0 [10/23/2002
. .. I— ¥ Open cases
Terminal digic(s) [ Closed cases
Sortby [Case Number -] | = =l
Run Repaort M

Note: If you are not logged into PACER, ECF will display the PACER login screen.
When you login to PACER, ECF will open the Civil Cases Report screen.

Enter the range of case filing dates for your report and select a Nature of Suit or Cause
Code, if you wish to narrow your search. If you leave all fields blank, ECF will display a
report for all cases opened in ECF. This picture depicts part of a report of all cases filed in
ECF at the U.S. District Court between 9/23/2002 and 10/23/2002.

)
Criminal . Query . Reports . utilities . Logout ?

Civil Cases Report
US District Court — District of Utah

Filed Report Period: 12/01/2003 - 04/02/2004

Case Number/ Date F]le[l:. Date Closed/| Days
Title LEREHEIEE Reclosed |Pending BT
Added 3
2:02-cv-00555-TC Filed: 12/19/2003 105 Cauge: 05775(2) Contract - Reduction in Grade
EDI Construction MOS: Miller Act
Officar Central
Frasider: Tena Camphbell
2:03-cw-00995-TS Filed: 12/30/2003 94 Cause: 15:1051 Trademark Infringement
Mu Skin International v. Thane International NOS: Trademark
Office: Central
FPresider: Ted Stewart
2:03-cv-02000-D3 Reapened: 0211812004 44 Cause: 28:1331 Fed. Question: Breach of Contract
Eoegler v. Koegler MOS: Contract: Other
Office: Central
Presider: David Sam
Case Flags: JURY
DEATH PENALTY
HABEAS
PEISCIER
NOIPT
[2:03-cv-04000-TC |Fited- 121612003 | [108 [Clawse: 42:205 Denial Social Security Benefits

The far-left column of the Cases Filed report contains hyperlinked case numbers. If you
click on a particular case number, ECF opens the Docket Sheet report window from
which you can retrieve the docket sheet for the selected case. Follow the instructions in
the previous section for a Docket Sheet report.
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Utilities Feature

The Utilities feature provides the means for you as a registered user to maintain portions of your
PACER account, check mailing information for a case and view all of your ECF transactions.

EE F Civil - Criminal -« Query =

Utilities
Your Account Miscellaneous
Wiew Tour Transaction Log Leoal Eesearch ..
Change Clent Code Llalings. ..
Change ¥ our PACEER Lomn
Eewew Billing History Wenfy a Document
show PACEE Account

Eemove Default Pacer Account
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Your Account

This section of the Utilities feature provides you the capability to maintain certain aspects of
your PACER account with the Court and to view a log of all your transactions within ECF.

IF YOU HAVE A NEW ADDRESS, PLEASE CONTACT THE CLERK'S
OFFICE TO REQUEST A CHANGE OF ADDRESS.

ECF will e-mail to attorneys and parties their Notices of Electronic Filing based
upon the information provided. If there are additional persons you would like ECF
to notify regarding newly filed case documents, you should contact the clerk’s office.

View Your Transaction Log

From the Utilities screen, click on the [View your Transaction Log] button. ECF
opens a screen with two fields for entering the Date Selection Criteria for a
Transaction Log Report. Enter the date range for your report and click on the
[Submit] button. ECF displays a report of all your transactions in ECF within the
date range you specified for Date Selection Criteria.

Id Date

3212 08/22/2001 154554

3326 08/27/2001 11:44:12

3330 08/27/2001 12:01:51

3331 08/27/2001 12:05:13

3335 087272001 14:23:52

3336 08/27/2001 14:30:43

3337 08/27/2001 15:49:55

3338 08/27/2001 16:1842

3339 08/28/2001 10:1%:15

3431 0%/04/2001 14:21:26
3431 0%/04/2001 14:21:27

Case Numher

01-4011

01-4011

01-4011

01-4011

01-4011

01-4011

01-4011

01-4011

01-4011

Total Humber of Transactions: 11

Transaction Log
Report Period: 08/16/2001 - 09/04/2001

Text

First MOTION for Permanent Injunction by ARLENE ACKERMAN. Responses due by #/4/2001. Beplies due by
9112007 (Attachments: # (1) Estubit Test Document) (fwes, )

First MOTICN for Preliminary Injunction by ARLTENE ACKEEWAN. Responses due by B30/2001. Eeples due by
313012001 (wes, )

EESPOLSE in Opposition re [2] fled by DEWITRIA RICE. (wes, )

OFRDER temporatily granting Motion for Preliminary Injunction [2] . Motion referred to fhealdf . Signed by Judge
sullivan ernmett g on 0B/28/01. (wes, )

RESPOMNSE to Motion re [2] Prefiminary Injunction filed by DEWMITELA RICE. (Attachments: # (1) Eshibit Exhibits
are being held in the Clerk's office i paper format){wes, )

BESPONSE to Motion re [1] Parmanent juction fled by ABLENE ACEERMAN. (Attachments: # (1) Exbubat
exhibits are being held in the Clerk's office in paper)iwes, )

Second MOTION for Prelitninary Injunction by plaintiff for defendent to cease and desist the assignment of
plainiiff to cafeteria duty by ARLENE ACKERMAN. Responses due by 8/21/2001. Replies due by 8/31/2001.
(wes, )

YAOTION for Preluninary Injunction to cease and desist fram assigning plaintiff to work as a cafeteria monitor by
DEMITEIA RICE. Eesponzes due by B31/2001. Beplies due by 83172001, (wes, )

Second MOTION for Preliminary Injunction fo cease and desist the assignmant af plainiiff to cafeteria manitar by
DENITEIA RICE. Responses due by %10/2001. Replies due by 9/14/2001. (wes, )

Updated person record: wes Pnd: 2231
Updated user record: shortw 2231

Use this feature of ECF to review your transactions and to verify that:

o all of the transactions you entered are reflected in the Transaction Log

. no unauthorized individuals have entered transactions into ECF using your
login name and password.
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Mailings

The Mailings hyperlink opens a new screen to allow you to see Mailing Information for a
Case (to help prepare certificates of service), or print Mailing Labels for a Case.

To view the recipient list for a case, click on Mailing Information for a Case , enter the
case number and click [Submit].

Criminal

Mailing Information for a Case

Enter the case number to wiew the recipient st
(Case Number: [03-5000
Submit | Clear |

EE F Civil « Criminal s Query =« Reports  « utilities  « Logout

Mailing Information for a Case 2:03-cv-05000-DAK
Electronic Mail Notice List
The following are those who are currently on the hst to recerve e-martl notices for this case.

s John (). Attormey (E-Filer)
ruth_kawashima@utd uscourts. gow

+ Ralph L. Dewsnup (E-Filer)
ruth_kawashima@utd uscourts. gow

¢ David E. Leta (E-Filer)
lowise_work@utd uscourts. gov robert janzen@utd uscourts. gov

« Julie March ©<— Not an E-Filer
rebert_janzen@utd Tecourts. gov

s Perry Mason (E-Filer)
robert janzenf@utd uscourts. gov

Manual Notice List

The followang 15 the lst of attorneys who are not on the list to recetve e-mail notices for this case {whoe therefore require manual
noticing). You may wish to use your mouse to select and copy this st into your word processing program in order to create
notices or labels for these recipients.

John Doe Attorney 1
Donna Moss

350 5 Main Room 150
Salt Lake City, UT 84101

Those Attorneys who are not listed as E-Filers or are on the Manual Notice List will
require manual noticing.
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Miscellaneous
ECF provides two other Miscellaneous functions within the Utilities feature of the

system.
. Legal Research
. Verify a Document

When you click on the Legal Research hyperlink from the Miscellaneous screen, ECF
opens a new screen that contains hyperlinks to a Law Dictionary, a Medical Dictionary,
Westlaw and Lexis via the Internet. Select the Verify a Document hyperlink to open a
query screen and enter data in the screen fields to locate a particular document attached
to a specific case number.

Logout

After you have completed all of your transactions for a particular session in ECF, you should
exit the system by logging out.

EECF Civl  + Query + Reports +  Utilities »

Click on the Logout hyperlink from the ECF Blue menu bar. ECF will log you out of the system
and return you to the ECF login screen.

Additional Information Regarding ECF

Sealed Documents

Continue to file sealed documents in hard copy by mail or in person at the Office of the
Clerk, 150 U.S. Courthouse, 350 South Main Street, Salt Lake City, Utah 84101 in
accordance with the existing practices and procedures for conventional filing.
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Appendix A — Setting Adobe Acrobat Preferences

To set Adobe Acrobat preferences to open a full page of a document in a window and to make
Acrobat open a new window and NOT open inside the web browser:

In Adobe Acrobat 6, under Edit, Preferences, Internet - uncheck the ‘Display PDF in Browser’
setting. This provides more screen area to read the document, and is a matter of personal
preference. (In Acrobat 5, it is under Edit, Preferences, Options.)

x

Accessibility :_! — ‘Web Browser Options

Color Management <] I” Display POF in browser
Zommenting
Convert From POF Iv heck browser settings when starting Acrobat
Convert To PDF IV allow Fast web view

Digital Signatures
Farms

Full Screen
General — Internet Cpkions

v allow speculative downloading in the backaround

Identity . Iﬁ
Connection speed;  |S6 Kbps

JavaScripk

Multimeldia Internet Setbings, .. |
Page Display

Reading
Reviewing
Seatch
Smoakhing
spelling
Starkup

Trust Manager
Linits

Updates

‘Web Capture

oK I Cancel
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To set the default viewing area, in Adobe Acrobat 6, under Edit, Preferences, Page Display —
Select ‘Fit Width’ under the Default Zoom drop-down box. This will help to make the
document more easily readable on a computer monitor.

Preferences

accessibility
Cornrmenting

Conwvert To PDF
Digikal Signatures
Farrns

Full Screen
General
Identity
Inkernet
JavaScripk
Mulkimedia
Page Display
Reading
Reviewing
Seatch
Smookhing
Speling
Skartup

Trusk Manager
Uniks

Updates

web Capture

Color Management

Convert From POF

=

CM/ECF USER GUIDE VER-1

— Page Display

=

Default page layvout: ICDntinuous

¥ Display large images
™ Display page to edge
[~ Display transparency grid

W Use logical page numbers

I_ Fixels
E s Fixels/Inch

[ Use greek text belaw

™ Custam resolution:

% Lse system setking

— Maagnification

Default zaom: I Fik Width

Max Fit Yisible Zoom: I a00%:

Cancel
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Appendix B — Troubleshooting

Telephone Support

PACER Service Center (PSC) does offer some CM/ECF technical support. Examples of
the types of issues the PSC will handle are: browser issues; troubleshooting connection issues;
providing information on installing and using Adobe Acrobat; providing information on creating
documents using Adobe Writer; helping users while navigating the CM/ECF sites; informing
users about chargeable items; and providing assistance changing attorney's personal information
(i.e. email address or mailing address). There are issues that the PSC is unable to assist with
such as obtaining a filing login and password or procedural questions, or when a court does not
provide access to changing the attorney's personal information, those customers will be referred
to the court.

The PACER Service Center hours are 8:00am to 5:00pm Monday - Friday CST. (800)
676-6856, (210) 301-6440
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